ADDRESS BOOK

ADD NEW CONTACT OR DISTRIBUTION LIST TO YOUR ADDRESS BOOK
Open the address book by clicking on the address book icon from the Standard

toolbar |
Or
Select ADDRESS BOOK from the TOOLS menu
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Click the NEW ENTERY button on the ADDRESS BOOK toolbar
Select NEW CONTACT
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NEW ENTRY - CONTACT
Choose the location you would like to place your contact. "PUT THIS ENTRY” “IN THE

CONTACTS”
Select the entry type: NEW CONTACT

Select OK
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Select the entry bype: K

Mewcontat A
Cancel

Mew Distribution Lisk
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CONTACT WINDOW
Fill in the appropriate information
Select SAVE AND CLOSE when finished



EE Marcy Larsen - Contack
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g Full Name. .. ||Marcy Larsen @Business jl
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Company'! |Micrusuft Business Fax ;“
File as: |Larsen, Marcy j Mobile :“
@ Address., ., | %g E-mail :I Imarcgl@microsoft.com
Business ll
% Web page address: I
™ This is the mailing address
=
=
Brivate l

Contacts... | I Cakeqories, .. ||

NEW ENTRY - DISTRIBUTION LIST

Choose the location you would like to place your contact. “PUT THIS ENTRY” “IN THE

CONTACTS”
Select the entry type: NEW DISTRIBUTION LIST
Select OK




Select the entry bype:

X
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DISTRIBUTION LIST WINDOW
Give the list a name in the "NAME” field
Choose SELECT MEMBERS to add members to the group OR ADD NEW to add
members
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SELECT MEMBERS
Select the members of the group

Click OK
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